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APPENDI X E
STANDARDS FOR | NTERNAL REVI EW WORKI NG PAPERS
1.  Purpose. This Appendix outlines general principles and
criteria for preparing internal review working papers. It also
includes criteria for-indexing and filing the internal review
wor ki ng papers.

2. Requi r enent s.

a. Docunentation of Review Wrk. The auditor will prepare
wor ki ng papers which clearly show how each review area and step
was acconplished. The individual working papers should docu-
ment purpose, source of information, and details of audit.

When a series of working Pagers are devel oped for an audit
step, the information wl e summarized in one of the papers.
Summary wor ki ng papers will be prepared for each nmajor audit
segment, organized as follows:

(1) Purpose - Brief statenment of what the auditor intended
to acconplish by performng the review step(s).

(2) Scope - Description of how far the auditor went in
performng the revievvsteﬁ)(s)l e.g. discussions with
responsible officials; selectively testing transactions
(indicate volume of transactions involved, the nunber exam ned,
and why these transactions were selected); period covered by
the auditor’s review, etc.

éBR Work Perforned/ Results - Narrative wth supporting
schedul es as necessary to show what the auditor did to
acconpl i sh objectives and what the auditor found during the
review. The information in this section should be factual in
nat ure.

(4) Conclusions - Audit evaluation of area reviewed based
upon the results (should tie in to purpose?. | f deficiencies
are noted, this section should include information to support
potential finding, such as cause and effect. This section
ghougd al so docunent potential nonetary or nonnonetary

enefits.
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b. Documentation of Findings. Upon conpletion of the
sunmary working papers, the auditor will determne if there are
any reportable findings. If so, the auditor will prepare a
separate working paper for each finding docunenting the con-
dition, criteria, cause, effect and recomendations with the
under st andi ng that cause and effect are optional for conpliance
obj ectives (suggested format is shown on Page E-4).

c. Notes on Conferences. The results of each inportant
conference with activity officials, includini entrance and exit
conferences, should be recorded in the working papers. The
record should include all pertinent facts, such as the date,
tine, place, attendees and a summary of the key areas dis-
cussed. It is also critical to docunment interviews during the
survey and exanination phases, since this information will be
used 1n planning, performng and reporting on the audit. Each
interview will be documented showi ng date, |ocation, personne
I nvol ved, purpose and details of interview The details
section shoul d show the key questions asked and a sunmary of
the responses to each question

d. Tinme Records. Each working paper file will contain a
record of time expended on the review This will be in
sufficient detail-to serve as a basis for scheduling and
pl anni ng subsequent reviews and for evaluating internal review
per f or mance.

e. Indexing System The indexing system shown on pages
E-11 thru E-16 will be used b IRAC offices to number and
arrange the working papers for internal reviews. This system
w |l also be used to the extent possible for followup review
wor ki ng papers but may be nodified as necessary based upon
nature and extent of follow up work perfornmed.

f. Supervisory Reviews. Reviews by supervisory auditors
fromall USACE levels will be docunented in the working paper
files. The district IRAC chief will, as a mninmum prepare a
review sheet for inclusion at the front of the working paper
package and initial all summary sheets. The major subordinate
command and CEAO reviews wi |l also be docunmented by use of a
review sheet. A sanple review sheet is shown on pages E-5 thru
E- 10.
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3. Responsi hilities.

a. Staff Auditors are responsible for ensuring that the
wor ki ng papers are conplete, accurate, clear, understandable,
| egi ble, neat, logically organized per |ocal guidance, and
contain only required material

b. District Chief is responsible for ensuring that stand-
ards for working paper preparation are net and that there is
adequat e support for the auditor’s conclusions and reconmenda-
tions. Inplenmenting guidelines nmust be conmunicated to subor-
dinates and in-process reviews made to check conpliance. A
final reviewis to be nade and docunented by a review sheet
(ref. para. 2f) when the audit is conpleted.

c. Mjor Subordinate Conmand Chief is responsible for
establ i shing uni form gui dance and revi ew ng the working paper
files during quality assurance visits. The review of working
papers should be sufficient to forman opinion on their
adequacy, professionalism and conpliance with governing reg-
ul ations, policies and procedures. The District working paper
files will be documented to show the maj or subordi nate command
review. Audit review guides prepared by the District Chief
wll be reviewed “after-the-fact” for adequacy.

E-3
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DEVELOPMENT OF FI NDI NG .

CONDI TION:  (What Is the Situation That Exists)

CRITERIA: (Wat Are the Requirements or Expectations)

CAUSE : (Why Did the Condition Cccur)

EFFECT : (What Did or Could Result)

RECOMVENDATI ON(s) :  (Actions needed to correct immediate

problemand to inprove procedures and controls to avoid
recurrence of the problemin the future)
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REVI EW SHEET
District
REVI EWVER' S NAME AUDI T CF: DATE OF REVI EW
PCSI TI ON:
PAGE OF PAGES
WORKPAPER AUDI TOR' S
REFERENCE REVI EANER' S COMVENT ACTI ON

REVI ENER' S STATEMENT ON POST REVI EW ACTI ONS TAKEN BY AUDI TORS:
All actions required of auditor by above comments have been

satisfactory conpleted.

REVI EVER POSI TT ON DATE
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WORKI NG PAPER CHECKLI ST

A FILE (EXTERIOR) - IS THE FILE PROPERLY

| DENTI FI ED TO | NCLUDE

1. Title of Audit?

2. Audit Assignment Nunber?

3.  Functional Area or Category code?

4.  File Numper?

B. File (INTERIOR):

1.

2.

GENERAL :

YES

a. Are the files organized in accordance

with the Corps’ standard indexing
systenf?

b. Are in-process supervisory reviews
performed and docunented 1n file?

c. Are the summary wor ki ng papers
approved by the IRAC Chief?

CONTENTS - DOES THE FI LE | NCLUDE
a. Reviewers’ Comments?
b. Table of Contents?
c. Draft Report?

d. Audit Cuide (Approved by |IRAC
Chief)?

e. Correspondence, nenoranda, and
docunent ation of entrance/exit
conferences, in-process reviews,
and discussions wth audited
per sonnel ?

f.  Survey plan and working papers?
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YES NO
g. Sunmary and detailed working papers for
each audit segnent?

h. Time records?
3. SURVEY :
a. Was survey performed and docunent ed?

b. Didauditors obtain copies of mssion
and function statenments, organization
charts, policies, directives and SOPs
to understand the m ssion and goal s of
t he organization?

C. Did auditors determ ne whet her other
internal reviews or external audits had
been perforned in the area being
revi ened?

d. Were discussions held with activity
personnel to identify responsibilities
and obtain their concerns about
organi zati on operations?

e. Ddauditors identify available records
and nmanagenent reports of the audited
activity?

f. Didauditors obtain copies of existing
i nternal managenment control checklists?

g. \ere internal managenent controls
docunment ed and eval uat ed?

h. Wre limted tests performed of trans-
actions and conputer-processed data
when necessary to eval uate conpliance
with procedures and reliability of data?

Was survey work perfornmed in sufficient
depth for auditors to becone famliar
with the activities and controls to be
audited and to identify areas for audit
enphasi s?
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1

YES
Was a summary wor ki ng paper prepared
show ng purpose, scope, work per-
formed, results and conclusions?

Does the Concl usions section include
“Go/ No- " decision and if “Go” the
revi ew obj ectives supported by
appropriate rationale?

Wre the survey results discussed
with the auditee?

4. AUDIT QU DE

a.

|'s the audit guide organi zed as
follows: Background, References,
(bj ectives and Revi ew Areas?

For each review area (objective or
sub-obj ective), does the audit guide
show the steps to be perforned to
acconplish that portion of the review?
|s the nature and scope of work to be
performed sufficient to attain the
stated audit objectives?

Does the audit guide show the pro-
jected tinme franes and staff days
to acconplish each objective?

Was the audit guide approved by the
| RAC Chief prior to initiation of the
audi t ?

5. AUDI T WORKI NG PAPERS

a.

Was audit work performed sufficient
to acconplish objectives?

Did auditors obtain sufficient, conpe-
tent and rel evant evidence to support
concl usi ons, findings, and
recommendat i ons?
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Did auditors test adherence to identi-
fied pertinent |aws and regul ati ons?

Did auditors perform adequate tests to
identify potential fraud, waste or abuse?

Do wor ki ng papers neet the follow ng

gener al

gui del i nes:

(1) Conplete and accurate?

(2) dear and understandabl e?

(3) Neat and | egqible?

Does each individual working paper show

pur pose,
audPt

source of data and details of

Were summary wor ki ng papers prepared

for eac

h obj ective or sub-objective?

Do the sunmary worKing p?p rs show
or

pur pose,

scope, Work per med, results

and concl usi ons?

Were the follow ng steps perforned in
devel oping a finding:

(1)

I dentifying the condition as
measur ed agai nst acceptabl e
criteria.

| dentifying the causes of the
condition (when required).

Det erm ni ng whether the condition
Is isolated or w despread.

Determ ning the effects or signi-
ficance of the condition (when
required).

| dentifying lines of authority
and responsibility.
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(6) ldentifying and resolving |egal
questions.

j. Was each finding documented in the
wor ki ng papers?

k. Are nonetary benefit anal yses being
performed and docunented for findings
and recomrendations?

6. CROSS-REFERENCING ~ As a mininum are the
items in the followng list referenced
as appropriate:

a. Working papers to each other?

b. Working papers to audit guide?

c. Audit guide to working papers?

d. Summary sheets to working papers?
e. Summary sheets to draft report?

f. Significant revisions of draft report
to supporting working papers?
g. Significant changes between draft and
final report to supporting working
papers?

OTHER REMARKS:

PREPARED BY:

NAME :
TI TLE
DATE

E-10
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CORPS OF ENG NEERS | NDEXI NG SYSTEM
FOR | NTERNAL REVI EW WORKI NG PAPERS

1. Awuniform logical nmethod of filing and arranging audit
wor ki ng papers i s necessary to ensure maxi num use of the
material, and to facilitate the control and review of audit
files and preparation of the audit report. A though a variety
of audit types are encountered, the system described bel ow
allows flexibility to neet the needs of nost audits, and pro-
vides the degree of uniformty which is desirable for review
and control purposes.

2. The indexing systemis designed to follow the chronol ogic-
al sequence of execution of an audit and is adaptable to both
single location and nmulti-location audits. Thus the survey
process working papers are filed before the audit report and

audit working papers. If there is nore than one audit |oca-
tion, location 1 is filed before location 2, etc. If there is

a sunnar¥ report, it is filed after locations 1, 2, etc. Myjor
files will be nunbered as follows:

File I - Includes: A  Master |ndex

B. Description of the Indexing Plan
Announcenent Menor andum
Survey Quide and Tinme Control
Summary of Survey Results
Audit Lead Sheets
Docunentati on of Go/No Go Deci si on

T o m m O O

Survey Working Papers

Survey working papers will be nunbered to correspond with

survey steps. The working papers for Survey Step 1 will be

nunbered H 1. If nore than one page is required for survey

step, use H1, H1, etc. If nore than one subordinate
Tof 3 20f3

command is involved during the survey, then follow the nmulti-

| ocation guidance in paragraph 3.
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File I'l - Includes: A  Draft Audit Report (cross
referenced )
B. Managenment Comments
c. Final Audit Report (cross
referenced if different from draft)
D. Audit CGuide (cross referenced) and
Audit Tine Contro
E.  Correspondence and Conference Notes
File Ill - Includes: Audit Working Papers - Chjective 1
File I'V - Includes: Audit Working Papers - (bjective 2, and
SO on.

3. Athree digit al pha code should be used to designate the
organi zation if nore than one location is involved in the
audit. For example, if the Southwestern D vision AO perforned
a multi-location audit, SW&GII would include the Audit Cuide
etc. for Galveston District, SWA-Il would include the Audit
Quide etc. for Al buquerque and so on. (If the audit is a
single location audit, omt the al pha code since the |ocation
wi |l be shown on the fol der |abel.)

4, |f nore than one folder is needed for a file, nunber the
fol ders thus: File Il, 1 of 3; Filell, 2 of 3, etc.

5. The first folder of each major file after File Il should
include an index titled “Table of Contents”. The working
papers and material contained in File Ill and higher will be
I ndexed as follows:
(Tabl e of Contents)

A.  Comments of Working Paper Reviewers.

B. Summary of Audit Results.

c. Draft Finding and Recommendati ons

D. Audit Quide Segnent for Objective

E. Audit Wrking Papers
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The audit working papers will be nunbered to correspond with
each step of each objective. Thus the working paper docu-
menting audit work for Audit Step 1 on Objective 1 would be
indexed E-1 (the File would be nunbered File II1). [f an audit
step is conplex and includes sub-steps, nunber the working
papers E-la, E-Ib and so on for sub-steps la, |Ib, etc. as

necessary. If nmore than one fage S reqU|red for an audit
step, nunber the pages E- etc.

1Tof 3 2 M 3
6. If afile, Table of Contents item or working paper itemis

not used, the Index will be annotated “Not Used”

7. The I ndex nunber will be recorded in the center at the
bottom of the page.

8. Exanples A, B, and C provide Pro Forma Tables of Contents
for Files I, 11, IIl, etc.

9. Wen the working papers are cross-referenced to the audit

uide, audit report, etc., the annotation wll include both the
il e nunmber and working paper index nunber.
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EXAMPLE A
TABLE OF CONTENTS - FILE |
WP REF

Mast er | ndex A
Description of the Indexing Plan B
Announcenent Letter c

Survey Quide and Time Control D
Summary of Survey Results E
Audit Lead Sheets F
Docunentation of Go/No Go Decision G

Survey Working Papers H
Working Paper Title H 1
Working Paper Title H 2
Working Paper Title H 3
Working Paper Title H 4
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EXAMPLE B
TABLE OF CONTENTS - FILE ||
WP REF
Draft Audit Report A
Managenent Comments B
Final Audit Report C
Audit Quide and Audit Tine Control D
Correspondence and Conference notes E
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EXAMPLE C
TABLE OF CONTENTS - FILES IIl, IV, V, ETC
WP REF
Comment s of Working Paper Reviewers A
Summary of Audit Results B
Draft Finding and Reconmendati ons C
Audit Segnment For bjective D
Audi t Wor ki ng Papers E
Working Paper Title E-1
Wor ki ng Paper Title E-2
Wor ki ng Paper Title E-3
Working Paper Title E-4
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